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Goddard Procedural Requirements (GPR) 

 

COMPLIANCE IS MANDATORY

Responsible Office: 830/Aircraft Office 

Title: Commercial Aviation Services Reporting 

PREFACE 
 

P.1  PURPOSE 

 

The purpose of this GPR is to define responsibilities, procedures and requirements for the coordination 

and reporting of Commercial Aviation Services (CAS) for all Goddard Space Flight Center (GSFC) 

organizations utilizing CAS.  

 

P.2  APPLICABILITY 

 

This directive is applicable to all GSFC organization(s) which procure CAS including organizations 

leasing aircraft from a Government agency other than NASA. Excluded from this GPR are experimental 

projects, i.e., X-type aircraft.  

 

a. In this directive, all document citations are assumed to be the latest version unless otherwise noted. 

b. In this directive, all mandatory actions (i.e., requirements) are denoted by statements containing the 

term “shall.” The terms “may” or “can” denote discretionary privilege or permission; “should” 

denotes a good practice and is recommended but not required; “will” denotes expected outcome; and 

“are/is” denotes descriptive material.   

 

P.3  AUTHORITY 

 

OMB Circular A-126, Improving the Management and Use of Government Aircraft 

NPR 7900.3, Aircraft Operations Management Manual 

NPR 9130.1, NASA Financial Information 

 

P.4  APPLICABLE DOCUMENTS AND FORMS 

 

NPR 7900.3, Appendix H, NASA Aircraft Cost and Performance Worksheet(s)  
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P.5  CANCELLATION 

 

N/A 

 

P.6  SAFETY 

 

N/A 

 

P.7  TRAINING 

 

N/A 

 

P.8  RECORDS 

 

Record Title Record Custodian Retention 

NASA Aircraft Cost and Performance 

worksheet(s) 

Submitting office *NRRS 7/25 A2.  Destroy 2 years after the 

Fiscal Year of the report. 

*NRRS 1441.1 – NASA Records Retention Schedules  

 

P.9 MEASUREMENT/VERIFICATION 

 

Internal verification procedures shall be established to ensure reported data is accurate. Any data errors 

observed and any data adjustments necessary to formulate and report accurate aircraft costs must be 

documented.  

 

PROCEDURES 
The primary objective of measuring aircraft operations is to provide Agency stakeholders with the 

key indicators of program cost, aircraft operational effectiveness, and safety.  Submission of timely, 

accurate, and auditable aircraft cost data to support the Agency budget process is essential. A 

secondary objective is to meet the reporting requirements of the Office of Management and Budget 

(OMB) Circular A-126 and the General Services Administration (GSA) for the collection of aircraft 

information, including aircraft cost data. 

 

1.0 Responsibilities 

 

1.1 All GSFC organizations procuring CAS shall coordinate all such procurements with the GSFC’s 

Aircraft Office, Code 830, (also known as the Center’s Flight Operations Office).  

 

1.2 The first priority upon initiating a procurement for CAS is to ensure appropriate internal order 

codes are utilized in the financial funding stream of the purchase requisition. Use of internal order codes 

(also known as function codes) is described in NPR 9130.1, NASA Financial Information Systems. Also 

http://gdms.gsfc.nasa.gov/
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refer to NPR 7900.3, (Chapter 11, Flight Operations Performance Measurements and Reporting) for 

further information. 

The Aircraft Office/830 can assist with determination of the correct internal order code to be used, but 

the organization utilizing the CAS is responsible for cost reporting.  

1.3 The GSFC’s Chief Financial Officer (CFO) shall implement actions to correct any financial 

errors uncovered within Core Financial.  

NOTE:  Detailed guidance for aircraft-specific internal order codes was released in a June 16, 2006, 

letter from the Office of the Chief Financial Officer, subject: Function Code Revision (refer to Appendix 

C of this GPR).  

 

2.0 Reporting 

 

NPR 7900.3, Appendix H, NASA Aircraft Cost and Performance Worksheets, shall be used for CAS 

reporting. 

2.1  Reporting of NASA-owned, GSFC-assigned aircraft shall be handled by the Aircraft Office/830.  

Reporting of NASA-owned aircraft assigned to a Center other than GSFC shall be handled by the 

assigned Center. 

 

2.2 All GSFC organizations utilizing CAS shall report all aircraft costs and associated data to the 

NASA HQ Aircraft Management Division (AMD) within 45 days after the end of each quarter where 

costs were incurred for CAS.   Refer to NPR 7900.3, (Chapter 11, Flight Operations Performance 

Measurements and Reporting) for further information regarding this requirement. 

 

2.3  Aircraft data reporting for CAS shall consist of information on the aircraft flown, hours flown, 

utilization category, program supported, contract performance period and applicable safety data.    

2.4 Aircraft cost data is extracted by filtering data using aircraft-specific internal order codes within 

Core Financial and verifying the accuracy of the aircraft cost data extracted. While it is not necessary to 

backtrack and correct errors in the data to report costs as requested, any data errors observed and any 

data adjustments necessary to formulate and report accurate aircraft costs must be documented. Center 

CFOs shall implement actions to correct any financial errors uncovered within Core Financial. 
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Appendix A – Definitions 

 

A.1 Core Financial – the primary application utilized by NASA for financial accounting purposes 

 

A.2 Function Code – see Internal Order Code. 

 

A.3 Internal Order Code – a means of grouping specific financial transactions that may not share any 

other common identifying characteristics.  

 

  

http://gdms.gsfc.nasa.gov/


DIRECTIVE NO. GPR 7900.2A Page 5 of 15 

EFFECTIVE DATE: April 25, 2019    

EXPIRATION DATE: January 18, 2022    
     

 

CHECK THE GSFC DIRECTIVES MANAGEMENT SYSTEM AT  

http://gdms.gsfc.nasa.gov TO VERIFY THAT THIS IS THE CORRECT VERSION PRIOR TO USE.  

08/16 

 
 

Appendix B – Acronyms 

 

AMD  Aircraft Management Division 

CAS  Commercial Aviation Services 

CFO  Chief Financial Officer 

GPR  Goddard Procedural Regulation 

GSA  General Services Administration 

GSFC  Goddard Space Flight Center 

HQ  Headquarters 

NPR  NASA Procedural Regulation 

NRRS  NASA Records Retention Schedule 

OMB  Office of Management and Budget 
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Appendix C – June 16, 2006, Function Code Revision Letter  
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CHANGE HISTORY LOG 

 

Revision Effective Date Description of Changes 

Baseline 01/18/2017 Initial Release 

A 04/25/2019 
Corrected NPR 7900.3 Appendix from “G” to “H”. 

Under Procedures:  Added in program cost as one of the primary 

objectives of measuring aircraft operations.  Added the sentence: 

“Submission of timely, accurate, and auditable aircraft cost data to 

support the Agency budget process is essential”.  Removed the collection 

of “performance” data. 

Section 2.1 Added sentence:  “Reporting of NASA-owned aircraft 

assigned to a Center other than GSFC shall be handled by the assigned 

Center.” 
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